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Appendi x C

| nvesti gati ve Gui de
Source, Action, and Docunentation

This Table is designed to provide QC staff with a sunmary gui de
to the required investigative process. The table was devel oped
based on the follow ng assunpti ons:

1. That all procedures of the QC process are being
f ol | oned.

2. That a general review of all questionnaire itens is
conducted with the clainmant as part of the normal QC
process.

3. That the Summary of Investigation will be used to

expl ai n each case.

Therefore, these steps are not included in the Table. Instead,
the initial action beyond those basic steps is presented. Foll ow
t hrough using standard practices like factfinding is required
when issues are identified.

When a Source is listed, it is assuned that the necessary

i nformati on has al ready been obtained fromthat source. For
several data itens, the Docunentation colum shows only the
primary docunent for that item This is not neant to be al

i nclusive of the docunents that may result.
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DATA ELEMENTS

| NVESTI GATI VE GUI DE

DATA SOURCE

ACTI ON REQUI RED

DOCUMENTATI ON

PART A - NMASTER TABLE
1. Soci al Security Number Claimant S.S. Card Verify S.S. from Phot ocopy S.S. card
SESA Records sour ces agai nst i f possible
Questionnai re(#3) claimant S.S. card
Enpl oyer Records i f possible
2. Wek Ending Date of KW SESA Records None None
3. Case Type QC System Verify the case is None
Cener at ed a regular Core C
O=Regul ar Core (C case case and not part of
speci al study
4. Bat ch Nunber QC System Conpare to correct None
Cener at ed nunber assi gnment
fromU S i ssuance
5. Sequence Nunber QC System None None
Cener at ed
6. State |1.D. Code QC System None None
Gener at ed
7.Local O fice Nunber SESA Recor ds Determne if proper None
| ocal office of | ocal office
record for the claim assi gnnment
8.Investigator |ID Code | D Nunber Assi gned Conpare to valid None
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by Supervi sor | nvestigator I D No.s

C5 R-2/ 95



DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED

DOCUNMENTATI ON

PART B - CLAI MANT | NFORVATI ON
1. Method A mt Info Gbtained Questionnaire (Sig.Pg) None - |If in-person
1 = In-person interview Case docunentati on Expl anation if
2 = Tel ephone interview cl ai mant questi on-
3 = Mail nai re not obtained
-1 (PF1) = Not obtained i n person.
2.U.S. Citizen Questionnaire(#11) -If citizen -None
1 - US Ctizen SESA Records -If not, verify
2 =Aien eligible Alien Reg. Card status with
3 =Aienineligible Enpl oyer (s) I NS
-1 (PF1) =1NA | mm gration
3. Educati on Questionnaire(#12) None
00 = Never attended Job Service
01 thru 11 = Hi ghest Records (ES 511)
G ade conpl eted
12 = HS Grad or CGED
14 = Sonme col |l ege (no deg.)
15 = Associ ate degree
16 = BA or BS
20 = Graduat e degree
-1 (PF1) = INA
4. Voc/ Tech Trai ni ng Questionnai re(#13) Conpare sources to
1 = Never attended Job Service det erm ne proper
2 = Attended-not certified Records (ES 5I1) code
3 = Attended-received cert.

-1 (PF1) = Mssing or INA

| nvest. Expl anation

Phot ocopy Alien Reg. Card
I NS Report

Fact finding statenent

if an issue

None

None
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DATA ELEMENTS DATA SOURCE

ACTI ON REQUI RED DOCUNMENTATI ON

PART B - CLAI MANT | NFORVATI ON (Conti nued)

5.Currently in Training
SESA Records
00 - Not in Training

Questi onnai re(#36)

Training Facility

U Approved Training Not Ul Approved Training
11 = Tech./ Voc. 21 = Tech./ Voc.

12 = JTPA 22 = JTPA

13 = Acadeni c 23 = Academ c

14 = O her 24 = O her

-1 (PF1) = Mssing or INA

6. Last Cccupation Enpl oyer
SESA Records

Questionnaire(#17)

-1 (PF1) = Mssing or INA

Verify and conpare Fact finding statenent
informati on from i f applicable

sources to determ ne

proper code

Verify and conpare Separ ati ng Enpl oyer
information from Verification and cl ai mant
sources to determ ne questionnaire

proper code

Enter maj or occupational group code for claimant's last job prior to nost recent initial/additional

claim Use Dictionary of Occupational Titles,

7.Primary QCccupation Enpl oyer
SESA records

-1 (PF1) = Mssing or INA Questionnai re(#18)

US DOL/ ETA Revised 4th Edition 1991.)

Conpare sources to QC Wage Verification
Det er m ne proper
code

Enter maj or occupational group code for claimant's usual job using sanme reference as No. 6.
Show correct prinmary occupation after appropriate verifications.

8. Normal Hourly Wage Enpl oyer

Questionnai re(#19)

SESA Records

Conpare sources to QC Wage Verification
det erm ne proper
code
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Enter normal hourly wage for the clainmant's

Express w thout decinmal point in dollars and cents
per hour. (e.g., $5.00 per hour is coded as 00500.)

DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUMENTATI ON

PART B - CLAI MANT | NFORVATI ON (Conti nued)

8. Normal Hourly Wage (Conti nued)

Use State conversion fornula when other than hourly
wages are given. |If no State fornula, use the
appropriate formula provi ded bel ow.

Weekl y wages - divided by 40 or normal weekly hours
for claimant's usual occupation.

Mont hl y wages -divide by 4.33, than divide by
40 or normal weekly hours for claimant's
usual occupati on.

Yearly wages - divide by 52 than divide by 40
or normal weekly hours for claimant's usual
occupati on.

-1 (PF1) = Mssing or INA

9. Seeki ng Work Cccupati on Questionnai re(#43) Revi ew claimant's Fact Fi ndi ng Statenent
SESA records i nterest and work if an |ssue
Job Service if reg. history to determ ne

proper code
Enter nmmj or occupation group code for type of work
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that claimant i s seeking. Use sanme source as No. 6

-1 (PF1) = Mssing or INA
10. Lowest WAge wil| accept Questi onnai re(#29)
SESA records
-1 (PF1) = Mssing or INA Job Service if reg.

Enter | owest hourly wage that the claimant was
willing to accept during the Key Wek.

Use sane fornmula as No. 8.

DATA ELEMENTS DATA SOURCE

conpar e cl ai mant
wage demand to
prevailing wage for
occupati on

ACTI ON REQUI RED

Fact Finding Statenent
if Wage Restriction

DOCUNMENTATI ON

PART B - CLAI MANT | NFORVATI ON (Conti nued)

11.Date of Birth Questi onnai r e( #8)
Enter Date of Birth (YYMV) SESA records
-1 (PF1) = Date Drivers License
unknown or m ssing
12. Sex Questionnai re(#9)
1 = Male SESA records
2 = femal e Qbservati on

-1 (PF1) = Not avail able

13. Ethnic G oup Questi onnai re(#10)
1 = Wite, not Hispanic SESA records
2 = Bl ack, not Hispanic (bservation
3 = Hispanic
4 = Arerican Indian or Al askan Native
5 = Asian or Pacific I|slander

C 10

Conpar e sources for
consi stency
Revi ew wi t h cl ai mant

Conpar e sources for
consi st ency

Conpar e sources for
consi stency

None

None

None
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-1 (PF1) = Not available fromany source

PART C -

BENEFI T_YEAR | NFORVATI ON

1. Program Code

ul

Ul - UCFE

Ul - UCX

Ul - UCFE- UCX
UCFE

UCFE- UCX
UCX

EUC

O~NOOTHA, WN B

2. Conmbi ned Wage Cl aim
Enter code which applied
at the time the Key Wek
paynent was nade
1 yes
2 No

DATA ELEMENTS

SESA records

Enpl oyer (s) records

SESA records

Enpl oyer (s) records

DATA SOURCE

Verify accuracy
duri ng Wage
verification

Revi ew wor k
history with
claimant. Verify
wi th enpl oyer
duri ng wage
verification

ACTI ON REQUI RED

Wage Verification

Wage Verification
| B-4 copy

DOCUMENTATI ON

PART C -

BENEFI T YEAR | NFORVATI ON (Cont i nued)

2. Conbi ned Wage Cl ai m (Conti nued)

Use Code 1 if out-of-state wages were used for the Key Wek paynent.

Use code 2 if there are no out-of-state wages OR out-of-State wages
have been requested but not received or acted upon at the tine Key

Week paynent was nade.

C11
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3. Benefit Year Beginning

Enter effective date of

nmost

tional

recent new claim
NOT reopened or addi -
claim (YYMVDD) .

4. Init./AC A mfiling method
I n-person Cl aim

1

2
3
4
5
-1

~ 0 nonon

Mai |

Claim

Tel ephone C ai m
Enmpl oyer-Filed C aim
O her

PF1)

= M ssing or

5.Benefit Rights G ven
Enter ALL applicable

codes

0 = Not given

1 = In-Person (individual)
2 = Goup interview

3 = Bookl et/ Panphl et

4 = Slides/novie

-1 (PF1) = Mssing or

I NA

I NA

SESA records

SESA records

SESA records
Questi onnai r e( #48)

intervi ew

C 12

Conpare Initial
Caimfiling date
to BYB

None

Conpar e sources for
consi stency

Initial dam

Initial Caim

Copy of BR

Recor d
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DATA ELEMENTS

DATA SOURCE

ACTI ON REQUI RED

DOCUNMENTATI ON

PART C - BENEFI T YEAR | NFORMATI ON (Conti nued)

6. Nunber of ERPs

SESA records

Sum fr om SESA
records

Enter nunmber of ERPs held (up to & including KW during current BY.

Enter O if should have been given but was not.

Enter 9 if 9 or nore.

-1 (PF1)
-2 (PF2)

M ssing or

7. Last ERP Date

Enter date (YYMVDD) of

I NA

Not appli cabl e

SESA records

nost recent ERP

(up to & including Key Wek)

-1 (PF1)
-2 (PF2)

M ssing or

8. Nunber of Nonsep | ssues

00 = None

I NA

Not appli cabl e

SESA records

Ent er nunber of prior nonseparation issues
di sposed of in current BY through KW

(i ncluding both fornmal
meet wor kl oad val i dati

9. Nunber of Nonsep DQ d
00 = none
Non- Mbn records.

and informal) which
on criteri a.

SESA Records

C 13

None

Sum fr om SESA
records

None

Copy of ERI Record

Copy of ERI Record

Copy of Al Non- Sep
Non- Mon records

Copy of Al Non- Sep
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Ent er nunmber of prior disqualifications resulting
from nonseparation issues identified in No. 8.

Excl ude deni als reversed by appeal if decision
i ssued before the Key Wek endi ng date.
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DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART D SEPARATI ON | NFORVATI ON

1. Sep. Reason (Before) SESA records None SESA Records

Enter the code that identifies the reason the
claimant was separated fromthe |ast job prior
to the Key Wek. The separation to be coded

is that separation which precedes the period of
unenpl oynment in which the Key Wek occurred.
Code only the nost recent adjudicable (according
to State | aw) separation.

10 = Lack of Wrk (e.g. RIF, tenporary |ayoff)

20 = Voluntary Quit

30 = Discharge

40 = Labor Dispute

50 = O her (Include mlitary separation)

60 = Not separated (e.g. |eave of absence, partial).

The second digit of the code is reserved for SESA use. For exanple,
at the SESA's option, different reasons for Voluntary Quit or D scharge
could be identified.

2. Sep. Reason (After) Questionnaire(#14) Conpar e sources for Fact Finding Statenents
10 = Lack of Work Enpl oyer proper determ nation from Enployer & C ai nant
20 = Voluntary Quit if an |ssue
30 = Discharge
40 = Labor Dispute
50 = Ot her
60 = Not Separated (e.g. |eave of absence, partial).

(PF3) = Sane as No. 1 (Reason for separation before investigation)
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Enter the code that identifies the reason the claimant was separated
fromthe last job after investigation. The separation to be coded
is that separation which precedes the period of unenploynent in which

t he Key Week occurred. Code only the nost recent adjudi cabl e separation.

DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED

DOCUNMENTATI ON

PART D SEPARATI ON | NFORMATI ON (Cont i nued)

3. Date of Sep.(Before) SESA records None

Enter date of separation (last day worked if No. 1 is code 60) from
| ast enpl oyer at tine Key Wek was cl ai ned ( YYMVDD) .

4. Date of Sep. (After) Questionnaire (#15) Conpare sources for
Enpl oyer proper data and
-1 (PF1) = mssing or INA potential unreported
ear ni ngs

(PF3) = Sanme as No. 3 (Date of Separation before investigation)

Enter date of separation (last day worked if No. 2 is code 60) from
| ast enpl oyer at tine Key Wek was cl ai ned ( YYMVDD) .

5. Recal |l Status (Before) SESA records None
0 = No recall
1 = Definite recall (specific return date)
2 = Indefinite recall (no specific return date)
-1 (PF1) = Mssing or INA
-2 (PF2) = Not applicable (e.g., partial)
6. Recal | Status (After) Enpl oyer Conpar e sources for

C 16

None

Factfinding Statenments
from Enpl oyer & C ai mant
if an issue

Work Search Exenption
Policy if applicable

Fact Finding Statenents
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Questionnaire (#20) proper determ nation from Enployer & C ai nant

0O = No recall SESA Records if an issue
1 = Definite recal

(Specific return date)
2 = Indefinite recall (no specific return date)

PF3 = sane as No. 5

-1 (PF1)

M ssing or | NA

-2 (PF2) Not applicable (e.g., partial)
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DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART D SEPARATI ON | NFORMATI ON (Cont i nued)

7. Tax Rate (Last Enpl oyer) SESA records None Enpl oyer Qrly Report
Enter last enployer's U tax rate at the time of filing for the nost
recent new or additional claim (Use date of filing - Not effective
date of claim

Round to nearest tenth of a percent (XX X - decinal assuned,
i.e., 14.9% shoul d be coded as 149 - 3. 2% shoul d be coded as 032).

999 = Enpl oyer reinburses fund.

-1 (PF1) = Non-subject enploying unit or |NA

8.1 ndustry (Last Enpl oyer) Separati ng Enpl oyer Revi ew sources for None
-1 (PF1 = Mssing or INA SESA Records accurate code
Questionnai re(#14) assi gnnent

S. 1. C. Handbook

Enter four-digit industry code (SIC) for the claimnt's |ast

enpl oyer, prior to nost recent new or additional claim |If only
two-digit najor group is available on SESA' s conmputer system
enter the two digits followed by two zeros. e.g., if the only

i ndustry code available is 17, enter 1700.

PART ME - MONETARY ELIG BILITY:

1. Nunber of BP Ers (Before) Monet ary Det erm nation None Monet ary Det erm nation

Ent er nunber of subject base period enployers before investigation
regardl ess of the maximumused in State forrmula for cal culating
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WBA and MBA for the nonetary determnation in effect as of the Key Wek.

| ncl ude seasonal enployers and school enpl oyers.

I ncl ude out-of-State enployers if they paid wages which were used to
determ ne Key Week paynent anount.
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DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART ME - MONETARY ELIG BILITY (Continued)

2. Nunmber of BP Ers (After) Enpl oyer (s) Verify wages with Wage Verification
Monet ary Determ nation all base period
Refer to No. 1 Cl ai mant enpl oyers to
PF3 = Sanme # as No. 1 determ ne proper no.
00 = None
3. Base Period Wages (Before) Monet ary Det erm nation None Monet ary Determ nation

Enter total anpunt of all wages from enployers in No. 1.

Express in whole dollars (Round to nearest whole dollar
or follow SESA formal policy.)

4. Base Period Wages (After) Enpl oyer (s) Verify wages with Wage Verification
Monet ary Determ nation all Base period
Enter all wages from enpl oyers to
enpl oyers in No. 2 C ai mant det erm ne proper
PF3 = Sanme as No. 3 anount

000000 = None (mnust be
Oif No. 2 is 0)

Express in whole dollars. (Round to nearest whole dollar
or follow SESA formal policy.)

5.H gh Qr wages (Before) Monetary Determ nation None Monetary Determ nation
St at e Records St at e Records

| f available from SESA records, enter total whole dollar anount

of claimant's high quarter base period wages (before investigation)
used in the nonetary determ nati on on which original Key Wek paynent
was based. |Include seasonal wages and school wages, if applicable.
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Enter 99999 if greater than $99999.

Enter -2 (PF2) if not applicable AND not in SESA records.
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DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED

DOCUNMENTATI ON

PART ME - MONETARY ELIGBILITY (Continued):

6. H gh Qr Wages (After) Enpl oyer ('s) Verify wages
Monet ary Determ nation wi th base period
Refer to No. 5 criteria Cl ai mant enpl oyers to
PF3 = Sanme as No. 5 det erm ne proper
00000 = None (nust be anount

0Oif No 2is 0)
7. BP Wks Worked (Before) SESA records None
-2 (PF2) = Not required
Complete this itemif required by State law for eligibility

Enter nunber of actual weeks (as defined by State Law and Procedures)
cl ai mant worked in base period before investigation.

8. BP Wks Worked (After) SESA Records Verify weeks with
Enmpl oyer(s) to
Refer to No. 7 criteria det erm ne proper
PF3 = Same as No. 7 nunber
00 = None (must be O if
No. 2 is 0)
9. W\BA (Before) Monet ary Determ nation None

Enter claimnt's maxi num VWBA for the Key Wek, based on nonetary
determ nation fromwhich the original Key Wek paynment was made.

D sregard dependents' all owances, pensi on deductions, or Key Wek
earnings (if any). Use original WBA when a nonetary redeterm nation

C 22

Wage Verification

Monetary Determ nation

Wage Verification
base period enpl oyers

Monetary Determ nation
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was nmade as a result of nonnonetary issues (i.e., a separation issue
or admnistrative penalty). Express in whole dollars.
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DATA ELEMENTS DATA SOURCE

ACTI ON REQUI RED

DOCUNMENTATI ON

PART ME - MONETARY ELIGBILITY (Continued):

10. V\BA (After) Enpl oyer ('s)
Monetary determ nation
Refer to No. 9 criteria Cl ai mant

PF3 = Same as No. 9
00 = None (must be O if
No. 2 is 0)
11. MBA (Before) Monet ary Determ nation

Use sane criteria as No. 9.

Di sregard any EB or FSC benefit entitlenment, State suppl enental

dependent s’ al | owances, or any deducti ons.
12. MBA (After) Enpl oyer (s)
Monetary Determ nation
Refer to No. 11 criteria Cl ai mant
PF3 = Sane as No. 11
0000 = None (nust be
Oif No. 2is 0)
13. # Dependents C'd (Before) SESA records

Ent er nunmber of dependent clai ned
00 = None

-2 (PF2) = State does not have dependency provision

14. # Dependents C'd (After) Questionnaire

C 24

Verify that

WBA i s based on
enp. / wage
verification

None

Verify that
MBA i s based on
enp. / wage

verification

None

Verify as required

payment,

Wage Verification
Monet ary Redeterm nation
i f applicable

Monetary Determ nation

Wage Verification
Monetary Redeterm nation
i f applicable

None

Verification docunent(s)
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PF3
000

Sane as No. 13 SESA Records by SESA procedures
None

-2 (PF2) = State does not have dependency provision

DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED

Dependent Awar d
(Monetary Determ nation)

DOCUNMENTATI ON

PART ME - MONETARY ELIGBILITY (Continued):

15. Dependent Al | owance SESA records None
(Before)

0 = None
-2 (PF2) = State does not have dependency provision

| f dependents' allowance, enter the whole dollar anount of dependents
i nvestigation that was paid for Key Wek

16. Dependent Al | owance Questionnaire Conpare sources to
(After) Dependency determ ne correct
PF3 = Sanme as No. 15 SESA Records anount

000 = None/ Not elig
-2 (PF2) = States does not have dependency provision

17.Primary BP Er Industry Enpl oyer (s) Revi ew Sources for
SESA Records accurate code
-1 (PF1) = Mssing or INA S.1.C Handbook

C 25

None

al | owance before

Dependent Award
(Monetary Determ nation)

Wage Verification
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Enter four-digit industry code for claimant's primary base period enpl oyer from whomthe nost wages

were earned. If only two-digit major group is avail able on SESA' s conputer system enter the two
digits followed by two zeros. E.g., if only industry code available is 17, enter 1700.

18. Monetary Redet. (Before) Monet ary Redet erm nati on None Copy of Redeterm nation
1 = Yes
2 = No

Ent er appropriate code which indicates if SESA redeterm ned clainmnt's
nmonetary eligibility prior to KWpaynent date.

Do not consider redeterm nations resulting froma nonnonetary issue
(i.e., a separation issue or admnistrative penalty.

Do not consider redeterm nations resulting fromlaw change which increases
monetary eligibility across the board.
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DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART ME - MONETARY ELIGBILITY (Continued):

19. Remai ni ng Bal ance Benefit Hi story None Benefit History

From agency records prior to the investigation, enter total whole dollar
anount of benefits available to claimant imediately after KWendi ng date
regardl ess of date paid and regardl ess of BYE date. Exclude anounts for
dependency al | owances.

00 = bal ance i s exhaust ed.

PART F - BENEFI T PAYMENT HI STORY

1. Amt KW Ear ni ngs (Before) SESA Records Conpare sources to SESA Records
Benefit History det erm ne proper Benefit Hi story
000 = None Weekly Certifi- anount Weekly Certification
Enter 999 if $999 cation
or nore

Enter whol e dol | ar amount of earnings during KWregardl ess
of effect on the anount paid. Do NOT include other incone
such as pensions, holiday pay, vacation pay, pay in lieu of
notice, separation pay, etc.

2. Ant KW Ear ni ngs (After) Enpl oyer (s) Conpare sources to Fact-findi ng statenent
Questi onnai r e( #46a) det erm ne proper re: wage verification if
Refer to No. 1 criteria SESA Records anount appl i cabl e
PF3 = Same as No. 1
000 = None
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DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART F - BENEFI T PAYMENT HI STORY (Conti nued)

3. Earn. Deduction (Before) SESA Records Conpare sources to SESA Records
Benefit Hi story det erm ne ear ni ngs Benefit Hi story
000 = None Weekly Certifi- deduct i on Weekly Certification
cation

Enter actual anmount, in whole dollars, deducted from WBA
because of earnings. Do NOT include other incone such as
pensi ons, holiday pay, vacation pay, pay in lieu of notice,
separation pay, etc. (This anobunt may be | ess than anount
reported on the certification by clai mant because of earnings
di sregarded by law in conputation of anount deducted.)

4. Earni ngs Deduction (After) Enpl oyer (s) Conpare sources to Wage Verification
Questionnaire (#46a) Det er m ne proper
Refer to No. 3 criteria SESA records amount deduct ed
PF3 = Same as No. 3
000 = None
5. & her Deductible Incone SESA Records Conpare sources to SESA Records
(Before) Benefit Hi story determ ne all other Benefit Hi story
000 = None Weekly Certifi- deducti bl e i ncone Weekly Certification
cation

Enter total whole dollar anount of other inconme deducti bl e under
State law. Include pension received for the Key Wek, regardless
of effect on the paynment anmount, using the SESA's nethod to
determ ne the weekly anmount of the pension. Also include al
deducti bl e incone such as holiday pay, vacation pay, pay in lieu
of notice, separation pay, etc.
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6. O her Deductible I ncone Enpl oyer (s) Conpare sources to Wage Verifications

(After) Questionnaire det erm ne proper Pension Verification if
Refer to No. 5 criteria (#46 a & b) anount appl i cabl e
PF3 = Same as No. 5
000 = None
DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUMENTATI ON

PART F - BENEFI T PAYMENT HI STORY (Conti nued)

7. X her Deductions (Before) SESA Records Conpare sources to SESA Records
Benefit History det erm ne anount of Benefit History
000 = None Weekly Certifi- deducti on Weekly Certification
cation

Enter actual anount, in whole dollars, deducted from WBA due
to a pension, holiday pay, vacation pay, pay in lieu of notice,
separation pay, etc. before investigation of Key Wek. (This
anount may be the same as No. 5, or different, depending on
type of incone and State law, i.e., some of the above nay be
deductible on a dollar-for-dollar basis and others may have
earni ngs di sregarded by law in conputation of anpunt deducted.)

8. O her Deductions (After) Enpl oyer (s) Conpare sources to Wage Verifications
Questionnaire det erm ne proper Pension Verification
Refer to No. 7 criteria (#46 a & b) anount deduct ed
PF3 = Same as No. 7
000 = None
9. 1st Conp VK Endi ng Date SESA records None Benefit History

Enter Week Ending Date (YYMVDD) of first week conpensated
in the benefit year as defined for the O ainms and Paynent
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Activities Report (ETA 5-159, Part B).
10. Date of First Paynent SESA records None

Enter date paynment was made for the first conpensated week
identified in No. 9 (YYMVDD).

11. KWFi ling Method SESA records None
Mail claim

I n-person C aim

Enpl oyer-filed (i.e., partial)

Tel ephone

O her (Electronic)

(-1) = Mssing or INA

TR WNR
mon oo

T
[ —

DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED

Benefit Hi story

Key Week certification

DOCUMENTATI ON

PART F - BENEFI T PAYMENT HI STORY (Conti nued)

12. Key Week Cert. Procedure SESA records None
1 = Key Wek clainmed on a weekly cycle
2 = Key Week cl ainmed on a bi-weekly cycle
3 = Oher (greater than bi-weekly cycle)

13. Anount Pai d/ O f set SESA records None

Enter original whole dollar anpbunt paid and/or offset
(including child support intercept, if any) for Key
Week, e.g., $98.00 coded as 098.

Key Week certification

Benefit Hi story

PART G - REG STRATI OV WORK SEARCH | NFORIVATI ON

1. Required to Seek Work SESA records If required to seek

C 31
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wor k, obtain official
1 = Required to actively seek work pol i cy/ requirenment
(in addition to union contact if applicable)

2 = An agency directive (witten or verbal)
tenporarily suspended the clainmnt"s nornal
wor k search for the Key Wek
3 = Union deferral (seeking work only through union)
4 = Job attached deferral (tenporary lay-off, recall,
partial, industry attached)
5 = O her deferrals (disability, school, etc.
-2 (PF2) = No active work search policy
2.JS Regi stration Required SESA records If JS reg. required Agency Policy Statenent
obtain official
1 = Yes pol i cy/ requi r ement
2 = No

Use code 2 only if the State does not require registration or there
is awitten | aw policy that provides for non-registration under
certain circunstances (e.g., tenmporary lay-off, union nenbership),
and such non-registration policy is applicable to clainmant.

DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART G - REG STRATI ON WORK SEARCH | NFORVATI ON__ (Cont i nued)

3. Registered with JS SESA records Verify if claimnt ES 511 Records
Questionnai re(#33) in a referable
1 = Yes Status with JS
2 = No
-1 (PF1) = Mssing or INA

Use code 1 if Job Service records provide enough information
to refer the claimant to a job during Key Wek.
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Use Code 2 if Job Service has no current application for the
claimant OR application does not provide sufficient information
for referral, ORjob application is inactive.

4. Reason JS Reg. Deferred SESA records | f Deferred, obtain Def erral expl anation
Questionnaire expl anation, i.e.
1 = Uni on nenber of ficial policy
2 = Job Attached
3 = Parti al
4 = Seasona
5 = Approved training
6 = O her
-2 (PF2) = daimant not deferred
5. Nunber of JS Referrals SESA records Conpare sources to ES 511 Records
Questi onnai re(#33) det erm ne proper
nunber

Enter nunber of tinmes Job Service referred claimant for enpl oynent
during current benefit year (CBY) up to and including the Key Wek.

Enter zeros if registered but no referrals in CBY.
Enter -2 (PF2) if not registered during CBY.

Enter -1 (PF1) if information m ssing or not avail able.

DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART G - REG STRATI ON WORK SEARCH | NFORVATI ON__ (Cont i nued)

6. Priv. Enp. Reg. Questi onnai re(#34) None None
1 = Registered with private agency as of KW
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2 = Not registered with private agency
-1 (PF1) = Mssing or INA

7.# Priv. Enp. Referrals Questionnai re(#34) I f info avail abl e, Work Search Verification
Private Enpl oynment verify as part of
# of referrals by Agency verification

private agency during KW
-1 (PF1) = Mssing or INA
-2 (PF2) = Not registered
00 = Registered but not referred

8. Union Referral Status Uni on Verify with union Uni on Verification
SESA records cl ai mant' s standi ng Fact fi ndi ng
0 = NOT a nenber Questionnaire (#35) and its effect on statenent if
1 = Menber in good eligibility appl i cabl e

standing & eligible for
referral during Key Wek

2 = Menber of union but not eligible for referral
3 = Menber of non-hiring hall union
-1 (PF1) = Mssing or INA
9.# of Union Referrals Uni on Sum of sources Uni on Verification
during KW Questi onnai r e( #35)

Enter # of referrals
-1 (PF1) M ssing or INA (rmust be -1 if No. 8 is -1)
-2 (PF2) Not applicable (nmust be -2 if No. 8 is 0, 2, or 3.
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DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART G - REG STRATI ON WORK SEARCH | NFORVATI ON__ (Cont i nued)

10. # W Search Contacts Enpl oyer ('s) Sum from al | None
For Key Week Uni ons sour ces
Priv. Enpl oy. Agenci es
Questionnaire (#43)
Enter # of all KWcontacts
fromany & all sources
00 = No contacts
-1 (PF1) = claimant does not know or | NA

-2 (PF2) Not required to seek work (cannot be -2 if No. 1 is coded 1)
11. # Wrk Search Contacts SESA Records Sum from al | Work Search Verifications
Qut si de Key Week Enmpl oyer (s) sour ces

Uni ons
Priv. Enpl oy. Agenci es

Enter nunber of work search contacts made prior to Key Wek
only if used to satisfy the State's work search requirenents.

Enter 00 if no contacts were indicated or KWcontacts were
sufficient to neet the requirenents.

Enter -1 (PF1) if clainmnt does not know or | NA

Enter -2 (PF2) if State does not use contacts outside KW
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DATA ELEMENTS DATA SOURCE

ACTI ON REQUI RED

DOCUNMENTATI ON

PART G - REG STRATI ON WORK SEARCH | NFORVATI ON__ (Cont i nued)

12. # of WSC | nvesti gated Enpl oyer ('s)
Uni ons
Priv. Enpl oy. Agenci es

Sum of all sources
contacted for
veri fication.

Enter total nunber of work search contacts investigated by QC unit,
regardl ess of investigation determ nation of acceptability.

Do not include here any work search contacts that were not

investigated by QC unit.

Enter 00 if no job contacts were investigated. (This also requires

a 0 entry for No. 13, 14, and 15).

Thi s nunmber cannot exceed the sum of No. 10 and 11;

13. # of WSC Acceptabl e Enmpl oyer (s)
Uni ons
|l ess than or = to #12 Priv. Enpl oy. Agenci es
Must be 00 if G12 is O
14. # of WSC Unaccept abl e Enpl oyer (s)
Uni ons
Must be 00 if Priv. Enpl oy. Agenci es
No. 12 is O

Work Search Verification
for each source

and, nust equal the sumof No. 13, 14, and 15.

Record No. of
contacts verified
as valid

Record No. of
contacts verified

as invalid

Conduct factfinding
on Work Search |ssue

Wrk Search Verification

Work Search Verification
Expl anation in SO
Factfindi ng Statenent

i f applicable

Enter only job contacts for which witten docunentation exists in QC file that
such contacts were not made at all by claimant or were nmade but are unacceptable
within the framework of State's witten |aw or policy.
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Thi s nunber nust be |less than or equal to nunber of job contacts
actually investigated by QC (No. 12)

DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUMENTATI ON

PART G - REG STRATI ON WORK SEARCH | NFORVATI ON_ (Cont i nued)

15. # of WSC Unverifiable Enmpl oyer (s) Record nunber of Work Search Verification
Uni ons contacts that Expl anation in SO
Must be 00 if Private Enpl oynent couldn't be
No. 12 is O. Agenci es verified

| ncl ude here the work search contacts for which there was insufficient
information to make a judgenent of either acceptable or unacceptable.

Thi s nunber nust be | ess than or equal to nunber of work search contacts
i nvestigated (No. 12).

PART H - ERROR CLASSI FI CATI OV COVPLETI ON | NFORMATI ON

1. Action Code C Investigative File None on proper Expl anation in Sunmary
paynment.  Appr o- Copy of OFficial Agency
1 = Correct Paynment/ O f set priate action on Actions, if applicable

2 = Overpaynent established or WBA, KW dependent s’ I nproper paynents.

al | owance entitlenment, MBA, or remaining bal ance

decreased which was later "officially"

reversed. QC agrees with the "official" action.
3 = Suppl enental check issued/offset applied, which

was |ater "officially"” reversed. QC agrees with

the "official" action.
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9 = I nproper paynent (This entry will automatically activate
the "I" screen for coding of the circunstances of the
i mproper paynent.

C- 38 R-2/ 95



DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART H - ERROR CLASSI FI CATI OV COVPLETI ON | NFORMATI ON (Cont i nued)

2. Anount C ai mant Shoul d C Investigative File None on proper Expl anati on in Sunmary

Have Been Pai d paynment. Conpute Copy of OFficial Agency
correct ampunt for Actions, if applicable

Enter the whole dollar anpunt that the clai mant I nproper paynents.
shoul d have received if the paynment had been nade
correctly.
I nclude all issues regardless of whether they are
"technically proper.”™ Only exclude action codes

14, 16, and 23.

If hl is coded 1, 2, or 3, the systemw || automatically
stanp the amount in f13 in this field.

3. Total $ Amount of QC Investigative File Det er m ne sum of Summary of Il nvestigation
Over paynent Over paynment & Copy of official agency
(i ncludi ng Key Wek) conpl ete offici al

actions
Ent er whol e dol | ar anount of all overpaynents, action

voi ded offsets, or adjustnents (to either the
WBA or MBA), including Key Wek, officially
established as a result of QC investigation.

Include in this figure only overpaynents, etc., officially
established as a result of QC investigation.

Include in this figure only overpaynents, etc., officially
established for weeks clainmed or paid (including prior BYS).

I ncl ude EB and FSC prograns if applicable.
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Do not adjust (i.e., net) anmount due to the establishnent of underpaynents.

Excl ude any prospective savings relating to weeks not cl ai ned
and any penalty or interest anount.

Make appropriate adjustnent if reversed on appeal.

DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUMENTATI ON

PART H - ERROR CLASSI FI CATI OV COVPLETI ON | NFORMATI ON ( Cont i nued)

4. Total $ Amount of QC Investigative File Det erm ne sum of Monet ary Redeterm nati ons
Under paynent s Under paynment & Print-out of Suppl enental
(I'ncl udi ng Key Week) conpl ete offici al Check(s)

action

Enter whol e dol |l ar anmount of all underpaynents/offsets
appl i ed/ adj ustnents (WBA or MBA)i ncl udi ng KW established
as a result of QC investigation.

I ncl ude only underpaynents for weeks actually clained or
pai d including EB, FSC, and prior BYs.

Do not adjust (i.e., net) anobunt due to overpaynents.

If later officially reversed on appeal and QC agrees,
anount nust be adj ust ed.

5. Total Overpaynent for QC Investigative File Det er m ne anount Expl anation in Sunmmary
Key Week of Key Week over - Copy of Official Agency
paynment & conpl ete Actions, if applicable

Amount cannot exceed ori gi nal anmount paid. official action, if

appl i cabl e
Excl ude acti on codes 14 and 16.
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6. Total Under paynent for C Investigative File

Key Week

Det er mi ne anount

of Key Week under -
paynent & conpl ete
of ficial action,

i f applicable

Amount shown plus original anpunt paid cannot exceed redeterm ned WBA

I ncl ude all underpaynment issues regardless of whether they are

"technically proper" except code 23.

C 41
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Copy of Oficial Agency

Acti ons,

i f applicable
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DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART H - ERROR CLASSI FI CATI OV COVPLETI ON | NFORMATI ON (Cont i nued)

7.1 nvestigation Conpleted | nvesti gat or Al'l investigation Summary of Il nvestigation
information is
1 = conmplete conplete & entered
2 = not conplete in the Data Base
8.l nvestigation Conpl eted QC System Cener at ed None None
Dat e
9. Supervi sory Revi ew QC supervi sor Al Oficial Action Supervi sor Sign off
Conpl et ed conpl eted & approval

code entered
1 = Supervisor has reviewed and signed off
0 = Supervisor has NOT revi ewed but has signed off

10. Supervi sor Conpl et ed QC System Gener at ed None None
Dat e
11. Supervisor |1D QC System Cener at ed None None
PART | - ERROR I SSUE(S) CLASSI FI CATI ON
1. Dol I ar Amount of Key C Investigative File Det ermi ne Anount if Expl anation in Sunmmary
Week Error applicabl e Copy of OFficial Agency

Actions, if applicable
Enter total dollar anmpbunt of error for Key Wek only

Cannot exceed anmpunt actually paid for Key Wek
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DATA ELEMENTS DATA SOURCE

ACTI ON REQUI RED

DOCUNMENTATI ON

PART

- ERROR | SSUE(S) CLASSI FI CATI ON (Cont i nued)

2. KW Action QC Investigative File

Over paynent Codes:

10
11

12

13

14

15

16

Fraud over paynment or voi ded offset
Nonfraud recoverabl e over paynment or

voi ded of f set

Nonfraud nonrecover abl e over paynent or
official action taken to adjust future
benefits by | owering WBA, MBA, KWDA,

or RB

QC determ nes paynment was too |arge,

al t hough paynent "technically" proper

due to finality rules

C determ nes paynent woul d have been

too |l arge except for formal warning rule
that prohibits official action. Paynent
"technically" proper due to |law rul es
requiring formal warnings for unacceptable
wor k search efforts.

QC determ nes was too | arge, although
paynent "technically" proper due to rules
other than finality or formal warning rule.
Over paynent established or WBA, KWDA
entitlement, MBA, or RB decreased which was

C 43

Conpl ete Error
Cl assification
Pr ocedur es

Expl anation in Sunmmary
Copy of Official Agency

Acti ons,

i f Applicable
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later "officially"” reversed, revised, adjusted,
or nodified and QC disagrees with "official"
action.
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DATA ELEMENTS DATA SOURCE

ACTI ON REQUI RED

DOCUNMENTATI ON

PART | - ERROR | SSUE(S) CLASSI FI CATI ON (Conti nued)

2. KW Action (Continued)
Under paynment Codes:

20 = Suppl enental Check issued or offset applied or
increase in WBA, KWDA entitlenent, MBA, or RB

21 = QC determ nes paynent was too small, although
paynent was "technically" proper due to finality
rul es.

22 = QC determ nes paynment was too snall, although

paynment "technically" proper due to rules other
than finality.

23 = Suppl enental check issued or offset applied which
was |ater "officially" reversed, revised, adjusted,
or nodified, and QC disagrees with "official" action.

3. Error Cause QC Investigative File

(a) BY unreported/incorrect
ear ni ngs/ days/ hours due to:

100
110

Unr eported earnings

| ncorrect estimate of

ear ni ngs

120 = Unreported/incorrect
estimate of severance pay

130 = Unreported/incorrect
estimate of vacation pay

140 = Unreported/incorrect
estimate of Soc. Sec./ pension

150 = Ot her causes of unreported/

C- 45

Conpl ete Error
Cl assification
Pr ocedur es

Expl anation in Sunmary
Copy of Official Agency

Acti ons,

i f applicable
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incorrect estimate of earnings

DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED DOCUNMENTATI ON

PART | - ERROR | SSUE(S) CLASSI FI CATI ON (Conti nued)

3. Error Cause (Continued)

(b) BP unreported/incorrect earnings/
days/ hours due to:

200

Ear ni ngs/ weeks/ days/ hour s
incorrectly estimated or reported
210 = One or nore BP enpl oyers not
reported by cl ai mant
220 = Ot her causes related to incorrect
reporting of earnings/weeks/days/ hours

(c) Separation issues due to:

300 = Voluntary quits
310 = Discharges
320 = Ot her separation issues

(d) Eligibility Issues due to:

400 = Ability to work

410 = Availability for work
420 = Active work search

430 = Refusal of suitable work
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440 = Sel f - Enpl oynent

450 = Il legal alien status

460 = Job Service Registration
470 = O her eligibility issues

(e) Dependents' allowance incorrect due to:

500 = Dependents' information incorrectly
reported/recorded or all owance
incorrectly cal cul ated
510 = Ot her causes related to dependents
al | owances
DATA ELEMENTS DATA SOQURCE ACTI ON REQUI RED DOCUMENTATI ON
PART | - ERROR I SSUE(S) CLASSI FI CATI ON (Conti nued)

3. Error Cause (Continued)
(f) O her causes due to:
600 = Benefits paid during period of

di squalification in spite of
st op- pay order

610 = Redeterm nation (deputy |level) or
reversal (appeal or higher author.
620 = Back pay award
630 = Al other causes
4. Error Responsibility C Investigative File Compl ete Error
Cl assification
Enter ALL codes that apply Pr ocedures

1 = d ai mant

C 47

Expl anation in Sunmary
Copy of Official Agency
Actions, if applicable

R-2/ 95



2 = Enpl oyer
3 = Agency
4 = Third Party
5. Detection Point C Investigative File

Enter the code which indicates
where each error was first detected
by QC i nvestigation.

Compl ete Error
Cl assification
Pr ocedur es

Expl anation in Sunmmary
Copy of OFficial Agency
Actions, if applicable

10 = Verification of work search contact
20 = Verification of wages and/or separation
30 = Caimant interview
40 = Verification of eligibility with 3rd parties
50 = U records
60 = Job Service records
70 = Verification with Union
DATA ELEMENTS DATA SOQURCE ACTI ON REQUI RED DOCUMENTATI ON
PART | - ERROR | SSUE(S) CLASSI FI CATI ON (Conti nued)
6. Pri or Agency Action C Investigative File Compl ete Error Expl anation in Sunmmary

Enter the code which indicates
any action(s) taken by SESA on
KW issues as of date sanple sel ected

10 = Oficial procedures had been
foll owed and forms had been fully
conpl eted but KWissue was not
det ect abl e by normal procedures

C- 48

Cl assification
Pr ocedur es

Copy of OFficial Agency
Actions, if applicable
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20

30

40

50

SESA was in the process of resolving
KWissue prior to sanple being

sel ected or had correctly resol ved

i ssued between tinme the KWwas created

and the tinme QC sanple sel ected thereby
resulting in the correct action being

taken and all issues resolved before
conpletion of QC investigation

SESA identified KWissue prior to selection
but took incorrect action

SESA had sufficient docunentation to identify
KW issue but did not resolve the issue

O ficial procedures or forms had not been
properly foll owed/ conpl eted by SESA thereby
precluding ability to detect KWissue
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DATA ELEMENTS DATA SOURCE ACTI ON REQUI RED

DOCUNMENTATI ON

PART |

- ERROR | SSUE(S) CLASSI FI CATI ON (Cont i nued)

7.Prior Enployer Action C Investigative File Compl ete Error

Cl assification

Enter code to indicate action(s) Pr ocedur es
t aken by enpl oyer affecting KW
i ssue as of date sanple sel ected

10 = Enpl oyer provi ded adequate information
inatinmely manner for determ nation
20 = Enpl oyer provided adequate information
after due date for determ nation
30 = Enpl oyer provided i nadequate/incorrect
information tinely for determ nation
40 = Enpl oyer provi ded i nadequate/incorrect
information untinely
50 = Enpl oyer did not respond
60 = Enpl oyer was not requested to provide
i nformation
70 = Not an enployer-related issue
8. Appeal Action QC Investigative File Conpl ete Error
Classification
1 = No appeal filed or VA Pr ocedures
2 = O ai mant appeal ed/ Enpl oyer
was interested party
3 = O ai mant appeal ed/ Enpl oyer
was not an interested party
4 = Enpl oyer appeal ed/ cl ai mant
was interested party
5 = Both cl ai mant and enpl oyer

appeal ed QC determ nati on

C- 50

Expl anati on in Sunmary
Copy of OFficial Agency
Actions, if applicable

Expl anation in Sunmmary
Copy of OFficial Agency
Actions, if applicable
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6 = SESA appeal ed QC determ nation

DATA ELEMENTS

DATA SOURCE

ACTI ON REQUI RED

DOCUMENTATI ON

ASS|I GNDATE TABLE

Bat ch Nunber

Sequence Nunber
Case Type

0 = Regular Core QC

Assi gnnment | ndex
Assi gnnent Date

| nvestigator ID

QS ID

Assi gnnent / Reassi gnnent Code

QC System Gener at ed

QC System Gener at ed

QC System Gener at ed

QC System Gener at ed
QC System Gener at ed
| D Nunber Assi gned
by Supervi sor

Staffing File

QC System Gener at ed

C 51

Conpare to correct
nunber assi gnnent
fromU S i ssuance

None

Verify whet her
regul ar Core QC or
speci al purpose or
st udy

None

None

Conpare to |i st

of Valid Investigator

| D Nunber s

Conpare to list of

Valid QCS I D nunbers

None

None

None

None

None

None

None

None

None
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DATA ELEMENTS

DATA SOURCE

ACTI ON REQUI RED

DOCUNMENTATI ON

SCREEN R - REOPEN TABLE

Bat ch Nunber

Sequence Nunber

See Master Tabl e

See Master Tabl e

See Master Tabl e

C Investigative File

error

deci sion requires changes to data

Case Type
Reopen Case
3 = SESA reopened to correct
4 = Appeal
5 = Reopened as result of nonitor review
6 = Reopened pending further

Reopen Case Date

Reopen Case ldentification

Reopen Case Date

i nformation
QC System Gener at ed

Staffing File

QC System Gener at ed

None
None
None
Verify correct code
has been entered and

reopening justified
by QC Procedures

None

Conpare to List of
Valid | D Nunbers

None

None

None

None

None

None

None

None

Appendi x C
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